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What is Professional

Communication?

Preview

Answer the questions. Then talk about your answers.
What is your idea of professional communication?
What kinds of professional communication do you know?
What difficulties can you come across in communication?
What kinds of communication do you use in your job?

47



I. READING

Read and translate the text

WHAT IS PROFESSIONAL COMMUNICATION?

Effective professional communication is critical nowadays. Today we all need
communication skills not only in daily personal life, but also in the profession,
workplace and business. Successful professional communication is an art that ensures
a smooth flow of ideas, facts, and right decisions.

Professional communication refers to the various forms of speaking, listening,

.»-" ‘-' ‘”'“m' writing, and responding carried out in the

- == Workplace, in person or electronically. There are
=% three main kinds of professional communication —
’

Y verbal, written and digital.

Effective verbal communication is the
ability to speak fluently and listen to comments
from those you are talking to and observe their
reactions. You must also know how to make public speaking or a formal presentation
to a group of people.

/
v
K\,

Written communication includes writing letters, memos, project plans, articles,
technical scientific reports, posters and many more. You should also pay attention to
your emails. Professionals who excel at written communication understand how to use
language to get their message across. You should review what you plan to post, not
only for typos but also for factual errors. It is advisable to reread your message before
it would be forwarded to higher levels of the company or to human resources.

Digital communication is getting more widespread. Every professional must
learn which types of digital communication are the most effective for him or her.
Professionals must understand and master all forms of social networking, emailing,
blogging, internet and teleconferencing.
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You must remember that what is sent in an email or posted on the Internet is
impossible to completely delete. Be careful of what you post on your personal sites
and pages, as they can come back to haunt you professionally, especially if you deal
with the public or customers in your job.

Il. VOCABULARY

1. professional communication
[pro'fefonl ko mju:ni'kerfn]

podeccHoHaIbHAs KOMMYHHUKAIIHS
(oO1ienwue)

2. critical [ 'krrtikl]

Effective professional
communication is critical
nowadays.

HEOOXOIMMBIH, )KH3HECHHO BaXKHBIN

OddexTuBHOE MPOPecCroHATHEHOE
00l1IIeHNEe CTAHOBUTCS KU3HEHHO Ba)KHBIM B
HACTOSAIIIEE BPEMH.

3. communication skills
[ko mju:ni'kerfn skils]

KOMMYHHKATHBHBIC HABBIKU

4. toensure [’ [u9]

o0ecreyuTh, rapaHTUPOBAThH

5. to refer to [ri'f3:]

Professional communication
refers to the various forms of
speaking, listening, writing, and

ImoaApa3yMeBaTb, CChLIIATHCA

[IpodeccuonansHoe oOIICHNE
MOJIpa3yMeBaeT pa3InuHbIe (POPMBI
TOBOPEHMUSI, CIIYIIAHMS, TUChMA U

responding pearupoBaHus.
6. verbal ['vs:bal] YCTHBIH
7. digital ['drdz1tal] U poBOIA

There are three main kinds of
professional communication —
verbal, written and digital.

CymiecTByeT TpH BUAa MPOo(heCCHOHATBLHOTO
0OIIIeHHS — YCTHOE, MUChbMEHHOE U

nudpoBoe.

8. fluently ['flu:antli]

Effective verbal communication

cBOOOIHO

D¢ dhexTuBHOE YCTHOE OOIIIECHUE ITO
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Is the ability to speak fluently.

CITOCOOHOCTh TOBOPUTH CBOOOIHO.

9. project plans [ 'prodzekt
plenz]

IJIAHBI MEPONIPUITUI

10. technical scientific reports
[ 'teknikl saron'tifik ri'po:ts]

HAYYHO-TCXHUYCCKHUC OTUYCTLI

11. to pay attention to [per
a'tenfn]

You should also pay attention to
your emails.

06pamaTB BHMMAaHHC Ha

Brr JOJIZKHBI 06pa1uaTL BHMMAHHEC HA Balllk
QJICKTPOHHBIC ITMCbMaA.

12. to excel at [1k'sel]

MIPEBOCXOUTH,

13. to get the message [ 'mesid3]
across

Professionals who excel at
written communication
understand how to use language
to get their message across to the
listeners.

JIOHECTHU COOOIIEHUE 0

[Tpodeccronabl, KOTOpBIE MPEBOCXOTHO
BJIAJICIOT HaBLIKAMH ITIMCHMEHHOTO OOIIEHNS,
3HAIOT KaK MCIIOJIb30BaTh SI3bIKOBBIE
CpE/ICTBA, YTOOBI JIOHECTH CBOE COOOIICHHE
JIO CIIYIIATEJIEH.

14. to review [r1'vju:]

You should review what you plan
to post.

IPOBEPSTH

BBl TOJDKHBI TPOBEPUTH TO, YTO
coOupaerech OmyOIMKOBaTh.

15. typo [ taipoau]

OoIIcyaTka

16. to be forwarded to

OBITH MEPEHANPABICHHBIM KOMY-IL.

['fo:wadid]

17. human resources [ 'hjuman | otaen kaapoB

I'zo:sozZ]

Your message would be | Baie cooGmienue Oyner nepeHanpanieHo B

forwarded to human resources.

OTJIEJT KaJpOB.

18.  to master [ ' ma:sto]

OCBOUTD, OBJIAACTDH

19.  to delete [dr'li:t]

YIAIIATh
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20.  to haunt [ho:nt] peciie0BaTh, OCCIIOKOUTh

Your post on your personal site ITocT Ha BaleM JIHYHOM CaiTe MOKET
can come back to haunt you npeciiea0BaTh Bac B MPodeCccCHoHaIbHOM
professionally, TUTaHe.

lll. READING COMPREHENSION

1. Answer the questions:

O N A WNE

What does professional communication ensure?

What does professional communication refer to?

What are the main kinds of professional communication?
What is effective verbal communication?

What does written communication include?

Why should you review your messages?

What forms of digital communication are there?

In what way can your posts on the internet affect you?

2. Read the statements and say whether they are true (T) or

false (F). Correct the false ones:

e

o O

Effective professional communication is critical nowadays.

Today we all need communication skills only in daily personal life.

There are four main kinds of professional communication.

You must know how to make public speaking or a formal presentation to a
group of people.

You should not pay attention to your emails.

Digital communication is not important nowadays.

Professionals must understand and master all forms of social networking,
emailing, blogging, internet and teleconferencing.

What you post on the Internet is easy to delete.

The information you post on your personal sites and pages cannot affect you.
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3. Choose the correct word or word combination:

1. Effective professional communication is ... nowadays.
a) useful

b) critical
) dangerous

2. Successful professional communication is an art that ... a smooth flow of ideas,
facts, and right decisions.

a) ensures

b) consists

c) reflects

3. There are three main kinds of professional communication — ..., written and digital.
a) formal

b) vital

c) verbal

4. Effective verbal communication is the ability to speak ... and listen to comments
from those you are talking to and observe their reactions.

a) loudly

b) fluently

c) cheerfully

5. You should also ... your emails.
a) send

b) read

C) pay attention to

6. You should review what you plan to post, not only for ... but also for factual errors.
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a) information
b) fun
C) typos

7. Professionals must understand and ... all forms of social networking, emailing,
blogging, internet and teleconferencing.

a) master
b) delete

¢) haunt

4. Complete the sentences:

1. Successful professional communication is an art that ensures a smooth flow of
1deas, facts, and ......c..oooneiie i
2. Professional communication refers to the various forms of speaklng, listening,

writing, and responding carried out in the workplace,
3. There are three main kinds of ................................. — verbal, written and
digital.

4.You must also know how to make public speaking or a
............................................ to a group of people.

5. Written communication includes writing letters, memos, .................. , articles,
..................................... , posters and many more.

6. You should review what you plan to post, not only for typos but also for
7.1t is advisable to reread your message before it would .......................... to
higher levels of the company or to human resources.

O communication is getting more widespread.

9. You must remember that what's sent in an email or posted on the Internet is very
impossible to completely .............................

10. Be careful of what you post on your personal ................ and pages.
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IV. ANALYZE

1. Match the words with their Russian equivalents

1. human resources a. yIajauTh

2. typo b. HEOOXOTUMBIH, JKU3HEHHO Ba)KHBII
3. technical scientific report C. o0ecneunTh, TapaHTUPOBATH

4. to delete d. mpodeccrnoHanbHAsT KOMMYHUKAITUS
5. professional communication €. HAyYHO-TEXHUYECKHI OTYET

6. digital f. ocBOUTE, OBIIAIETH

7. to ensure g. cBOOOTHO

8. fluently h. ornen kagpos

9. critical I. idpoBoi

10. to master J. omeyarka

2. Give the English equivalents:

obecrieunBaeT OCCIIEPEOONHBIN TTOTOK HIIEH .....vvvveeeniieeneeaiineeenennnennn
MMUCHMEHHBIN, YCTHBIM M IIADPOBOM ...uvvtiitiie it eiiiie i eeiieeeaieneeannnns
MEPEHAMIPABUTD B OTIEIT KAZIPOB .. .nuttneeeenntteennneeennaeennneeannneeannneenns
BO3MOXKHOCTH CBOOOTHO TOBOPHTD .. vuvveenteenteennneenneenneenneenneennneanneannns
MHUCHhMA, MAMATKH, TIJIAHBI MEPOTIPUSITUH, CTATBH ...'uvvveennereeennreeannneennanns
HEBO3MOKHO MOTHOCTBIO YIIATTHATD .. vvveneeeennneeenneeannnesanneeannneeannneennnns
oOpaiaTh BHUMAHUE HA SJIEKTPOHHBIE COOOIIEHUS ..vvnnrrreenreennnneeannnanns
KOMMYHUKATUBHBIC HABBIKH ... .vtusteenseeenteeeanseeannseenneeannneeannseennnes

© oo N OAEWNRE

. BBICTYNIUTD MyOIUYHO MEPET TPYTIION JIFOMEH . ...vvevnieneeiieiiiiiaieenann.
10.connanbHbIe CETH, OJOTH U SJCKTPOHHAS TIOUTA . ..'uvveeennreeenneeennneeennnnnnn
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3. Match the following words with their definitions:

1. to delete a. ability to speak to other people
2. to excel b. misprint

3. critical c. oral, spoken

4. typo d. to remove, to erase

5. verbal e. to be very good, to surpass

6. to refer f. crucial, vital

7. communication skill g. to mention, to apply

V. TRANSLATE

1. KoMMyHHUKaTUBHBIE HAaBBIKM HEOOXOAMMBI HAM HE TOJIBKO Ha paboueM MecTe, HO U B
MMOBCEIHEBHOM KU3HU.

2. [IpodeccuonanpHoe oO1ieHue IIPOUCXOJIUAT Ha paboyem MECTE.
3. OcHOBHBIE BHUJBI MPOPECCUOHATBLHOTO OOIIEHHUS — YCTHOE, MHUCHbMEHHOE U
uudponoe.

4. Ilucbma, NaMATKHU, CTaTbU U HAYYHO-TEXHUYECKUE OTUETHI SBIISIFOTCS YACThIO
MMCbMEHHOTO MPO(ECCUOHATBHOTO OOIIEHHUS.

5. HyxHo oOpaiats oco00e BHUMaHKE Ha TO, YTO BbI IUIAHUPYETE MOCIATh
PYKOBOJZICTBY HJTH B OTZEJI KaJpOB.

6. Bel MoxxeTe BbIOpaTh Hanbosee 3HeKTUBHBIN cr1ocod MUPPOBONH KOMMYHHUKAIIUH.
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...........................................................................................

8. Bamu mocTel B COIMANBHBIX CETAX MOTYT MpEecieoBaTh Bac B MpodeCCHOHATBHOM
NEATEIIBHOCTH.

VIi. SPEAKING

1. Agree or disagree with the following statements. Give your

reasons:

1. Verbal communication is very important.
2. You should review what you plan to send.
3. Digital communication is less important than verbal.

2. Prepare a short monologue on one of the following topics:

1. My favourite form of digital communication.
2. The difficulties of speaking publicly.
3. What should you do to improve writing skills?

3. Dialogue

Work in pairs and make up a dialogue:

Student A works for a company and actively criticizes its management in social
network, therefore he/ she has never been promoted. He thinks the company has no
right to interfere with his private life.

Student B disagrees, saying loyalty to the company is very important and the
management is right to mistrust such an employee.
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